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Overview

• Reserve Pay Office

• IMA Welcome Package

• Completing Pre-Cert AF938 for a Long Tour

• Completing Close-Out AF938 for a Short Tour

• Methods to submit orders for Pay (TODC)

• All other inquires (excluding travel) submit to RPO

• myPers Beta Testing 

• HQ RIO/RPO Leave Carry-Over

• Setting up MyPay
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Reserve Pay Office (RPO)

• Processes all IDT, MPA, RPA, AT Orders for Pay

• Forward all pay/leave requests by e-mail, fax or use myPers:

• Phone: (720) 847-3711 , DSN 847-3711

• Fax: (720) 847-3960, DSN 847-3960

• E-mail:  arpc.riorpo.1@us.af.mil

• Website: http://www.arpc.afrc.af.mil/HQRIO/IMA-RPO.aspx

• All IRs must use HQ/RIO Reserve Pay Office (RPO) as their finance 

office according to AFMAN 65-116 Vol III.
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IMA Welcome Package for In-processing
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IMA Welcome Package
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IMA Welcome Package
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IMA Welcome Package
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IMA Welcome Package
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IMA Welcome Package
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IMA Welcome Package
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IMA Welcome Package
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Certifying Your 938
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Completing your AF 938 
FOR THE PRE-CERTIFICATION OF >=30 DAYS OR MORE 

ORDER

BLOCK 36a & 36b

HOR ADDRESS        0000   02  09 Base Reporting to     000    02  09     PA, CP, etc.

BLOCK 37

BLOCK 38 & 39

BLOCK 40
0730                      3 SEPT 16

BLOCK 41, 42, 43 & 44

CERTIFYING OFFICIAL

INFORMATION
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Completing your AF 938 
FOR SHORT TOUR<30 DAY ORDER, ITS

PROCESSED AFTER THE COMPLETION OF THE TOUR

BLOCK 36a, 36b, 36c & 36d

HOR ADDRESS        0000   02  09 Base Reporting to    0000    02  09     PA, CP, etc.

BLOCK 37

BLOCK 38 & 39

BLOCK 40- REPORT & 

RELEASE TIME/DATES
0730                      03 SEPT 16

BLOCK 41, 42, 43 & 44

CERTIFYING OFFICIAL

INFORMATION

(DATED AFTER TOUR IS

COMPLETE)

Base Reported to      0000  10    09 HOR ADDRESS       0000   10   09     PA, CP, etc.

1600                     10 SEPT 16 
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Certifying Orders in AROWS-R
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Methods to submit orders 

for pay
 Tour of Duty Certification is online in AROWS-r website

 This is a quick and easy process that will greatly reduce order 

processing time and errors. Usually posts in 10 workdays.

 This can be accomplished by selecting the “member” option 

from the drop down menu, and then, under the tour of duty 

sub-menu, selecting “create certification”.
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Create Tour of Duty

Short Tours Only

With No IDTs
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HQ RIO RPO Website
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HQ RIO RPO Website

http://www.arpc.afrc.af.mil/HQRIO/IMA-RPO.aspx
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HQ RIO RPO Website
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HQ RIO/RPO Leave Carry-Over
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HQ RIO/RPO Leave Carry-Over
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HQ RIO/RPO Leave Carry-Over
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RIO Connect Mobile App
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Click-to-call and Email directory 

Pay travel and career resources

How-to videos

Events calendar
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Setting up MyPay 

 MyPay can be accessed by going in www.dfas.mil and clicking on 

the myPay symbol

 Once in myPay on the left hand sided there is a NEW User section
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New User
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MyPay is Commonly Used to…

 Check LES

 Update Mailing Address

 Update Direct Deposit (Bank) Information

 Change Federal/State Withholdings

 Change Thrift Savings Plan

 View AoP’s for Travel

 Download W-2

Ensure your email is always current!

26



B r e a k i n g  B a r r i e r s  …  S i n c e  1 9 4 7

Questions ?
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